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This Quick Reference Guide includes steps performed by an eVA buyer to shop punchout catalogs.

A. Punchout Items: How to Shop

1. Select the Shop tab.

2. Select the Search Products option from the dropdown menu.
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The Shop Punchout section displays the list of products that can be purchased.

3. Select the cart-website icon for the desired vendor website.
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You will be navigated from eVA to the vendor website.
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4. Browse and select the desired product.
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5. Enter the desired quantity in the Qty field.

6. Select Add to Cart.
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7. Select Submit Cart.
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You will be navigated back to eVA where you will finish creating the purchase requisition.
8. Select the PO Category.
9. Select the Procurement Transaction Type.

10. If applicable, add any additional information such as allocations, addresses, comments,

etc.
11. Select Submit for Approval.
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